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Program Coordinator - Senior Services 66-696

Job Type Full Time Locatlon (7) Buffalo, NY T FIef6 TIHe

Job Number Department See #ﬂnouncement
Closing Pastern

- 1Y a6 SEwEa 83t Fat
Application Fee- $20.00 1G] | m&% TPNR BfFTeeiE At
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DESCRIPTION BENEFITS
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Description

EMs County Is an Equal Opportunity Employer and committed to workplace diversity.
Resldence Requirements: / SIINITE AFT01 TG WHFIF I AN TS 2 |

CANDIDATES MUST HAVE BEEM LEGAL RESIDENTS OF ERIE COUNTY FOR AT LEAST ONE MONTH IMMEDIATELY PRECEDING THE
DATE OF THE WRITTEN TEST AND MUST BE LEGAL RESIDENTS OF ERIE COUNTY AT THE TIME OF APPOINTMENT. Preference may
be given to successful candidates who have been residents of the municipality In which the appointment Is to be made for one month
preceding the date of the certification of the eligible list and who are residents of the municipality at the time of appointment. Non-
residents may be required to become a resident of the appointing municipality if local law so states.

There is one anticipated vacancy in the Town of Amherst ($40,876 - $56,144 annually) and one anticipated vacancy in the Town of
Hamburg ($27.05 hourly). The eligible list resuiting from this examination will be used to 1l this vacancy and other appropriate
vacancies which may occur in municipalities or districts under the jurisdiction of Erie County Civil Service while this list is active.

Examples of Dutles

Plans, organizes, directs and coordinates the Implementation of program activitles;

Coordinates programs with other soclal, educational, recreational and cultural services provided In the community;

May be assigned to specific major programs such as an adult day care program and responsible for the following areas: develops
policies and procedures, resources for program, recruits and trains stall and volunteers and fiscal control;

Assesses the Interests of the participants In senlor Citizens programs;

Gives lectures and makes presentation to community organizations and other concerned groups interested in the program,
Develops and promotes volunteer activities by and for the elderly in the program;

ACts as a llalson with other agencies which provide services 1o the elderly,

TS aftr 9 3f5 Wiawa Tt i 3R WA PFos @it 279 T FEH, SR
MM @V ST T Q@ QI2 W2AFIF 135 (FFI° ST 7 711 SN sy
a1 =1 faf*ee At 3te1, T F9 Q2 AN v 41 e ot a7 sEa
TAIE GASIE AT FA 3T, WA e Facs *iE@|

Mi LIFICATIONS: Candidates must meet one of the following requirements on or before the date of the written test:

A) Possession of a Bachelor's degree and one year full-time paid work experience in programmed activities for the elderly in the areas
of education, social services, recreation or culture; or:

BE) Graduation from high school or possession of a high school equivalency and five years of full-time paid work experience as outlined
in A) above; or:

C) An equivalent combination of training and experience as defined by the limits of A) and B).

GeifE-bafe @ wfefme sgpes, =
el el AfSSa gt eve e
—% 1. Verifiable part-time and/or volunteer experience will be pro-rated toward meeting fullime  ¢ofs Qe fofarg Fg'% Tt FEI a0

sgfafst shemr o S od awe

MNotes:

2. Your degree must have been awarded by a college or university accredited by a regional, _
recognized as an accrediting agency by the U.S. Department of Education/U.S. Secretary of | ¥ AC0. 2C0 A ARG BAJ SIS Fled

an educational institution outside the United States and its territories, you must provide inde) SRS ST S
of acceptable companies who provide this service can be found on the Intermet at http/mww.cs.ny.gov/jobsecker/degrees.cim. You
must pay the required evaluation fee.

Notlce to Candldates: Transcripts will now be accepted by the Department of Personnel OMLY at time of application. All
subsequent transcripts must be submitted at time of Interview.



Applicatlons Must Be Postmarked or Hand Dellvered By: 6- 93 T &I Tfow geTt

October 5, 2022 g?g.s'b?m -;B‘gﬂﬁﬁlém
Subjects of Examination: / 9% frm o1 1=t 741 =1, RCe 8100 1 CAIeTl AN

of examination: A test designed to evaluate knowledge, skills and for abilities In the following areas:
Characteristics, Issues, and problems relating to older adults

These questions test for knowledge of the characteristics of clder adults, the issues of concern to them, and the causes and
implications of significant problems facing them. The questions may cover such areas as housing, economic security, employment,
long-term care, health care, recreation, social support, nutrition, and mental and physical functioning.

Working with people In human services sltuations
These questions test for a knowledge of general techniques used to deal with common client behaviors such as fear, hostility, shyness,
resistance, defensiveness, withdrawal, anxiety and confusion.

Educating and Interacting with the public

These questions test for knowledge of technigues used to interact effectively with individuals and/or community groups, to educate or
inform them about topics of concern, to publicize or clarify agency programs or policies, to negotiate conflicts or resolve complaints,
and to represent one's agency or program in a manner in keeping with good public relations practices. Questions may also cover
interacting with others in cooperative efforts of public outreach or service.

Preparing written materlal

These questions test for the ability to present information clearly and accurately, and to organize paragraphs logically and
comprehensibly. For some questions, you will be given information in two or three sentences followed by four restatements of the
information. You must then choose the best version. For other questions, you will be given paragraphs with their sentences out of
order. You must then choose, from four suggestions, the best order for the sentences.

Adminlstrative technlques and practices

These questlons test for a knowledge of management techniques and practices used In directing or assisting In directing a program
component or an organizational segment. Questions cover such areas as Interpreting policles, making declslons based on the context
of the position in the organization, coordinating programs or projects, communicating with employees or the public, planning
employee training, and researching and evaluating areas of concern.

B35 MITSH TIEAENT I @A Ty WAT AT ARFFRATS I ATARE ST @S AR

The™New York State Department of Civil Service has not prepared a test guide for this examination. However, candidates may find
information in the publication 'General Guide to Written Tests' helpful in preparing for this test. This publication is available on line

athttps://'www.cs.ny.gov/testing/testguides.cfm.
. e gltestg WA QBB FHAFEDR ATTISH 7S ATAL
NOTICE TO CANDIDATES: It is recommended that candidates use a quiet, hand held, solar or battery powered calculator. Devices

with typewriter keyboards, "Spell Checkers”, “Personal Digital Assistants”, "Address Books", "Language Pansl%ors‘. "Dictionaries", or
LU G

any similar devices are prohibited. You may not bring books or other reference materials. OTT (P19 JI9RIF
y i Y g FACS AR )

VAV AV AV VAV Ve UaVaVWe VeV Ve Ve Ve Ve Ve e Ve Ve Ve VaN

MILITARY STATUS: Active duty military personnel may file an application for this exam. A special military make-up examination will be
conducted for any member of the armed forces of the United States who has duly filed a timely application but who was deprived of
the opportunity to compete In the scheduled exam due to active military duty. Speclal conditions apply to these requests and may be

reviewed at the Erie Coun epartment of Personnel.
SIS SRS SIE ST GG SICTS (a1t TS S Tf STaT «aff TT51% 7 St

VETERANSZDisabled and non-disabled veterans as defined in Section 85, Mew York State Civil Service Law, will have 10 and & points,
respectively added to their earmed scores if successful in the OPEN examination. You must claim these credits when you file
application but you have an option to waive them any time prior to appointment. If you have already used these credits for a
permanent position in NYS, you may not claim them again.

In conformance with section 85-a of the Civil Service Law, CHILDREN OF FIREFIGHTERS AND POLICE OFFICERS KILLED IN THE LINE
OF DUTY shall be entitled to recelve an additional ten points In a competitive examination for original appolntment in the same
municipality in which his or her parent has served. If you are qualified to participate in this examination and are a child of a firefighter or
police officer killed in the line of duty in this municipality, please inform this office of this matter when you submit your application for
examination. A candidate claiming such credit has a minimum of two months from the application deadline to provide the necessary
documentation to verify additional credit eligibility. However, no credit may be added after the eligible list has been established.

SPECIAL ARRANGEMENTS: Applicants whose religious beliefs prevent their taking examinations before sundown on Saturday and
physically handicapped candidates who require speclal examination facllities should so inform the Erle County Department of
Personnel, by a separately malled letter at the earllest possible date before the test.
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95 Franklin St, Room 604
Buffalo, N.Y. 14202

SI4I9 T13: (716) 858-8484
=PI 13; (716) 858-8729
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290 Main Street
Buffalo, N.Y. 14202
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158 Pearl St - Room 210
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44 Holland Ave. Basement
Albany, N.Y. 12229
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South Campus (716) 270-4444
4041 Southwestern Blvd onestop@ecc.edu
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betc@wdcinc.org
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170 Franklin St, Suite 300
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(716) 710-0092

1256 Hertel Ave

Buffalo, N.Y. 14216
buffalo.dressforsuccess.org ¢
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AMERICAN MEDICAL RESPONSE WNY O _M_Q

BUFFALO URBAN LEAGUE

389 Virginia St. (716) 888-7088

Buffalo, N.Y. 14201 ext. 100 HISPANIC HERITAGE WNY

www.upskill.org ¢ JEWISH FAMILY SERVICES

eI SHIFTET GGfe JOURNEY'S END BUFFALO

683 Northland Ave. (716) 436-3229 THE PRIDE CENTER

Buffalo, N.Y. 14211 gnorthlandwtc.org
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508 Main Street (716) 848-8001
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960 W Maple Ct (716) 805-1555
Elma, N.Y. 14059 1-855-805-sasi (7274)
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